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given 1o the inmate.

D. Witnesses Requested by Inmate

The inmate will be given the opportunity to make a statement and present
documentary evidence to the investigator and the hearing officer. The inmate may
request witnesses on the inmate’s behalf. {3-4230, 3-ACRS-3C-09)

1. In regard fo witnesses, the disciplinary investigator may elect to take statements
in lieu of aiiewmg direct testimony at the disciplinary hearing, disqualify a witness if
testimony is not material to the offense (e.g. ., character witness), or limit the number
of witnesses if the testimony is repetitive and/or duplicative. The investigator may also
disqualify any proposed witness who has no direct knowledge of the incident. Any
discretionary action taken by the investigator as to a wntness wali be documented and
aitached to the "invest;gator s Repoﬂ i

2. If the znmate does not’ wash to reque$’e or present wstnes3es the anmaie w;Ei S0
mdlcate by matzaimg the appropnate box-of the "Investigator's: Report." When written
statements are taken, each’ waEi be rev;ewed dated, and signed by the d;smpimary
investigator. -

3.  Reasonable attempts will be made to locate all identified witnesses. it is the

inmate’s responszbﬂity to provide sufficient information to properly identify a witness. If

an inmate refuses to identify a witness: it will be the inmate’s responsibility to gather

any witness statements and pmvade them to the investigator, such witness

statements must be verifiable or will not be considered credible. The inmate must

identify all relevant witnesses at least 24 hours prior to the hearing so arrangements
- can be made for the witnesses statement; either.in person by telephone orwritten
~statement. Failure to give tzmeiy notice of the identity of an unavailable witness before S

a hearing constitutes a waiver by the inmate.

4. Witnesses who decline to prcv:de a statement w;li not be forced to prcvnde a
statement or made to testsfy : _

5. ¥nmates may presen:t.w;ttness statements directly to a hearing officer at the
hearing. Such witnesses must by verifiable or may not be considered reliable by the
hearing officer.

Hi. = Assignment and Responsibilities of Staff Representatives

A.  Assignment of a Staff Representative (3-4231)

Any inmate who is incapable of understanding the charge or presenting a defense or
if requested will receive the services of a staff representative to assist prior to and
during the hearing.

1. If a staff representative is assigned during the investigation, the inmate and his
representative will be provided the opportunity to meet and prepare at least 24 hours
prior to the scheduled hearing. The assigned staff representative will document all
meetings with the inmate.
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2. During the investigation the disciplinary investigator will determine when the
inmate is incapable of making a defense or when an interpreter is required.

The investigator is to be a neutral party and is responsible for gathering all relevant
evidence and/or witness statements.

3. Alist of trained staff representatives and interpreters will be maintained by the
warden or designee.

B. Resmonsab:iftles of the Staff Representative

1. The staff representative:

a. Wil consult with. the Enmate at least 24 hours before the hearing;

b. 3_: Wsll expiam the charge agamst the -inmate and the poter;t:a!
- consequences R .

C. Wlil expiam the ram:f cations ofa guilty piea

d. May assist the inmate in investigating and presenting evidence in the
inmate’s behalf, and

e. May advocate for the inmate at the hearing and present his case.

2.  The staff representat;ve may question all w:tnesses except confidential
w;tnesses . . .

VL éi’scmtsnaw- Hearings

A. Inmate Dzscmimarv Haaﬂng (3422? thfouqh 34230}

Dtscapknary heanngs of ruie vasiatiaras W;B be canduct&ci by an lmpamal dlsmpiinary o
officer who has had no direct involvement. (3-4228) A written record will be made of -
the decision and the: supportmg reasons. A copy will be prov;ded to the inmate and a
copy permanently kept in the inmate’s field file and facility records unless the
disciplinary report is later dismissed. (34233, 3-ACRS-3C-12)

1. The disciplinary hearing will commence within seven days of the completion and
referral for investigation of the "Offense Report," if practicable.

2. Postponement or continuance of the hearing may be granted in writing for a
reasonable period of time for reasonable cause. (3-4227, 3-ACRS-3C-10) A copy of
the "Inmate Disciplinary Hearing Docket" (DOC Form 060125E) may be attached to
the "Disciplinary Hearing Report."

3. Any delay in the hearing will be documented, giving an approximate date and
time of the rescheduled hearing. This will be attached to the "Disciplinary Hearing
Report” and a copy provided to the inmate. (3-4227)

4. If the inmate has been transferred, the receiving facility may agree to hold the
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disciplinary hearing. Witnesses will be provided as necessary by the sending facility.
All documentation will be available at the hearing.

5. The entire disciplinary hearing will be fape recorded, unless the inmate pleads
guilty. Each hearing will be recorded on a separate tape. The tape recording will be
the audio record of the hearing. These recordings will be maintained for three years
following. the hearmg or the appeal. (3-4228)

6. Only evsdence presented dunng the hearing may be considered when
determining guilt or innocence. (3-4232, 3-ACRS-3C-11) An inmate’s prior disciplinary
record -and - the evidence prasented ‘during the hearing may be considered when
determmmg dsscaplme for an offense.

B. Dtscuptmarv Heannq Gusdeknes Conducted Vza T@Iephone

1. The hearmg may be conducted m person or by speakerphone hookup whereby
ii part:es are ahie to heaf am} communfcate at aH tlmes

2. The mmaie wﬁl be 1dentzf ed tﬁ the dlsc;plmary heanng off' cer by a staff member
at the holding fac:l lity.

3. The tele;}hora‘e'hearing will be noted on the "Disciplinary Hearing Report" form.

4. Actions requiring znmate signature will be acknowledged by the disciplinary
officer by audio. record

. ..5.  Copies of the fi ndmgs wd! be forwarded to the mmaie upen cem;)iat;on of ihe S
3':'-:--:.due precess revnew : T b . _ : o

6. T:me i:mits for the appea! begm upon the inmate's receipt of the offense repod
due process re\f;ew

C. P{esence of inmaie Durmq Hearmci

1.  The mmaie wzli narmal y be pfesent thrcughout the hear;ng, wﬁh the exceptuon of
the penod of deliberation and when confidential information is reviewed. (3-4229, 3-
ACRS-3C-08)

2. Should the behavior of the inmate warrant removal from the hearing or denial of
attendance, such removal or denial wil be documented and attached to the
*’D:_scz_pimary Hearing Report" form. The hearing will proceed without the inmate
present.

3. If the inmate refuses to attend the hearing, it will be documented and the
disciplinary officer will impose discipline without a hearing, as the refusal to attend
constitutes a waiver by the inmate to an opportunity for a hearing or an appeal.

D. Finding of Guilt

1. Upon a finding of guilt, the inmate will be informed of the evidence relied upon
for such finding, the basis for the discipline imposed, and the opportunity to appeal.
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Such findings will be documented in the appropriate sections of the "Disciplinary
Hearing Report" form.

2. The finding of guilt on the "Disciplinary Hearing Report" form must be
documented by a complete, detailed, written statement by the disciplinary officer and
a copy provided to the inmate. The reasons must point out the essential facts upon
which inferences were based, mentioning what evidence the reporting officer relied
on, and if the only witness is one staff member, victim or a citizen, it should give an
indication of why the reporting witness was to be believed rather than the inmate or
other wutne_s_se_s (3-4233, 3-ACRS-3C-12)

3. The d;sczpime imposed will be no more than three disciplinary sanctions within
the allowable’ range of disciplines as fisted in Attachment A entitied "Acts Constituting
Rule Violation."

4, . A copy ef the complete offense - report, less confi dentaa! material, will be

fo:warded to the' facility's ‘record ‘office for proper notation on the "Consolidated
Record Card“ (DOC -Form. 060211H), -and " inclusion in the inmate’s field file,
campuienzed record and trust fund ‘account foliowmg the due process review. (3-
4233, 3-ACRS-3C-12)

E. Suspension of Discipline

The allowable discipline may be suspended for a specified period not to

exceed 90 days. If the inmate is found guilty of another offense during the

period of the suspended discipline, the suspension will be revoked by the

- disciplinary. officer to run. consecutive to the new discipline. An invoked

‘i suspended: d:scsp!sne will not be vxewed as one of the three disciplines

-~ possible for the new offense. Failure to revoke a suspended disciplinary

sanction involving:a loss of earned credits will be corrected by a records

officer or sentence administration audztor when the error is discovered
dunng an. audst '

F. "Rewew cff i)lscznlfnarv Actlons '

The facli:ty head / distnct supervssof or designee will review all disciplinary
actions resulting in a finding of guilty within two days after completion of
the hearing and may affirm, dismiss, modify, or order a rehearing. The
inmate will receive a completed copy of the "Disciplinary Hearing Actions"
form. (3-4233, 3-4235, 3-ACRS-3C-12)

Finding of Not Guilty

Should there be a finding of not guilty, the disciplinary report will not be placed in the
inmate's field file and will not be used to discipline the inmate. (3-4234)

Appeal Process

A.

Due Process Review by the Facility Head/District Supervisor (3-4236, 3-ACRS-3C-13)

The inmate/offender will have 15 days of receipt of the decision of a finding of guiity to
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submit an appeal. The facility head/district supervisor will notify the inmate in writing
of the results of the due process review within 30 days of its receipt. (3-4236)

1. In conducting the due process review, the facility head/district supervisor or
designee will base the decision on the following applicable factors:

a.  Did the inmate receive written notice of the disciplinary charge?

b.  Did the inmate have at least 24 hours to prepare before the hearing?

C. Did the inmate have the opportunity to present documentary
evidence and/or call witnesses, or were written witness statements
utilized?

d.  If confidential testimony was used was there a determination of
reliability? '

e. Did the inmate receive written findings of the evidence for a
determination of guilt and was there some/any evidence to support the
finding?

f.  Did the inmate receive a written reason for the discipline imposed?

g.  Did the inmate receive a staff representative if the investigator
determined the inmate was incapable of defending himself?

h. . Was the hearing conducted by a hearing - officer with _no - direct
3'invql§7{e_'me@1?i_ B G R e S

2. Failure to strictly adhere to this procedure or others does not constitute a due
process violatiqn and does not require dismissal/re-hearing of the disciplinary report.

3. if the -f,aci!-ity heads/district supervisors orders a rehearing or modifies the
discipline, the level of discipline will not be increased.

4.  For inmates found guilty of a offense, the “Investigator's Report," "Disciplinary
Hearing Report,” "Offense Report” form, all evidentiary material, and the tape of the
disciplinary hearing will be forwarded to the director or designee within seven working
days after responding to the inmate’s local appeal.

a. A copy of the entire offense report and all related material will be
maintained at the facility.

b. Al offense reports copies will be maintained in storage for three
years by the facility and will always be made a permanent part of the
inmate’s field file.

B. Appeal to the Director

1. The inmate may appeal the final decision of the facility head/district supervisor to
the director within fifteen calendar days of receipt of the due process review
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2. Any inmate filing an appeal will specifically state the grounds for the appeal.
Issues not raised are waived. Inmates will use the "Offender Misconduct Appeal
Form" (DOC Form 060125L).

3. The director _:b-r .designee_ will review the appeal within thirty calendar days of
receipt by affirming, dismissing, 'modifying the decision, or remanding with
instructions. The decision of the di{_&ci_:-or or designee is final.

4. A copy of the director's res_pchée_ will be forwarded to the facility head/district

supervisor. The inmate will be provided the director's response and a copy of the

submitted appeal. .

5 :_'S'hcﬁid'the' -ihm:afé be una#'aiia{:ile (i.e., transfer or out witness), a notation of
such-fact will be made on the form and a copy will be mailed to the inmate through
the facility head of the confining facility. B o

6. Any offense report which ‘is remanded for a rehearing will be returned to the

appropriate facility for action. .

o Notification of Pardon and Parole Board Authorities

A

Parole Consideration -

Should the affected inmate be scheduled for parole consideration within 60 calendar
days following the occurrence of any offense, the facility head will ensure a photocopy
of the "Offense Report" and "Disciplinary Hearing Report™ is forwarded to the Pardon
and Parole Board with the docket date indicated at the top. The Pardon and Parole

prior t0 a parole board appearance.

-Board will be verbally notified if a misconduct conviction occurs within seven days -

Appaéi 'l_f’_focess SO

if 'i_hfé_' “ffenseRepm";s -i_até?-fd:i____s"mliss'ad durtng the a-p;‘_a‘é‘ai*pfoces_sﬁ the ?a-;{:!_céri and
Parole Board will be .'nﬁtiﬁed if_t-_t;'a'.:;sff@r;se_-.requz; has been reported to that agency.

VIl Dismissal of the Offense Report (3-4234)

A.

ﬂie:/’/C:\DocumentS%ZGand%Z{)Settings\tratiiff\L0cai-%ZGSettings\Temp\Okiahoma%il{)i)isciplinaxy%ZO}... 7/31/20€

Expangeﬁ;ent of Records

Upon :'r;eceipf of 'ih'e:writt;en notification regarding dismissal of an offense report, the
facility head/district supervisor will ensure the following happens:

1. All copies of the report are removed from the inmates field file and destroyed. A
complete copy of all dismissed "Offense Report” and all attachments, evidence etc.
will be maintained in a file at the facility for four years with access limited to the unit
head, investigators or Special Report writers to be used in responding to inmate
tawsuits or preparing for criminal prosecution.

2. All notations are deleted from the disciplinary records portion of the
"Consolidated Record Card," local records or picture cards, and from any computer
record. This excludes the "Facility Misconduct Report Record" (DQC Form 060125D)
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which will be maintained for statistical purposes.

B. Restoration of Earned Credils

if any earned credits were revoked as a result of a determination of guilt in the -
disciplinary hearing, those earned credits will be restored to the inmate’s record. The -
restoration of earned credits does not include any time held in segregation or
assignment to level 1 earned credits.

C. Classification

1. The confining facility will be notified to ensure a reclassification committee is
convened in accordance with OP-060105 entitled "Classification Assessment
Committees” as promptly as practicable to review the inmate's status and determine if
a transfer recommendatncn iS warranted

._2 The Pardon and Parole Board must be notafied of a ratum of an anmate to the
o _Pre-Pare e Cond;tfonal Supemsmn program .

3, : Admmlstratave act;en su:;h as transfe{ or asszgnment to another program or job,
after a finding of guilty will not be construed as discipline as'they are the normal
incidents of incarceration. If the determination of guilt of an offense affects the
inmate’s security level, the inmate may be considered for classification following the
facility head/district supervisor's review.

vil. Variations of Nor‘mai Proc_e'ddreé for inmates Supervised by Probation and Parole
| A : 5:'.T|me Frames
The “Offense Report" Wfll be served to the snmate wnhm f’ ive wcrktng days of
acceptance by the team supervisor. Variations will be. justified in writing and the

justification: ‘attached to the "Offense: Report The. hearmg w_:ti be conducted within - _
seven days of the mmate s receipt of the “foensa Repc;rt e o

B. Accentmq of “Offense Remrts”

Team supewisors may accept "Offense Reports" by telephone. Such acceptance will
be indicated on the report.

C. District Review

The district supervisor or designee will conduct the due process review of all
disciplinary reports resuiting in a finding of guilty within five days after compiletion of
the hearing.

D.  Program Removal Hearing

For those inmates on Pre-Parole Conditional Supervision (PPCS) Specialized
Supervision Program (SSP) Electronic Monitoring Program (EMP) and House Arrest
(HA) the procedures outlined in "Program Removal Hearings” will be utilized.
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IX. Authority fo Intervene

The director or respective deputy/regional director ratams authority to intervene in any
disciplinary action at any stage.

X. Reporting Requirements

The facility head will maintain the "Misconduct Report Record.” The original record will be sent to
the respective deputy/regionai director for review and forwarded to Multimedia Resources in

copy will be retained for the f facility file.

The director or designee and facility/district will provide necessary data to Muitimedia Resources
in accordance with OP-020504 entitled "Director's Monthly Report to the Board of Corrections” in
order that a monthly statistical m;sconduct report can be prepared for inclusion in the monihiy
Board of Correcttons Re;:aort o : :

Al "Oﬁen_se Reports" will be entered on the "Facility MisConduct Report Record."

Variations of Normal 'Pfocedures for inmates Housed at Private Prisons

A.  Disciplinary Authority

1. Inmates from the Oklahoma Department of Corrections will be subject to the
rules and regulations of the contract private prison -faciiity‘ The contract private prison
facility will have physical control and the power to exercise disciplinary authority over
ali mmates from the Okiahoma {)epartment of Correctzons prowded

The disc;pimary actlen is reasmable and proportaonate in reiat:on to
the violation;

b.  The action taken is impartial and nondiscriminatory;

c. The-action is neither arbitrary nor retaliatory;

d. The discipline is not physicaily abusive; and

e. Accurate, detailed reports of the disciplinary actions against

Oklahoma Department of Carrections inmates are provided to the private

prison unit within seven working days of the date the action is finalized or

the discipline is administered.
2. Administration of a disciplinary sanction which affects time calculation or
sentence length must comply with the requirement for the process and must be
approved by the private prison unit administrator or designee.

B. Rules and Reqguiations

Inmates who have violated the private prison facility's rules and regulations will be
subject to the same disciplinary rules and regulations as inmates of the facility.
However, nothing contained herein will be construed to authorize or permit the
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imposition of a type of discipline prohibited by applicable laws.

C. Review Process

inmates who have been convicted of viotating the contract private prison facility's
rules and regulations will be entitled to a review process according to the contract
facility's procedure to assure due process requirements are met.

When contract facility uses a disciplinary procedure other than the Oklahoma
Department of Corrections procedure, the decision of the contract facility in regard to
the inmate’s appeal is final unless earned credits have been revoked or restitution is
ordered. In these cases the inmate may appeal in accordance with paragraph V.

XL References

57 0.5. § 138, 510{8) s
Woltf v. McDonnell, 418 u's. 539, 94 S.CL 2063 (1974),
Morrisey v. Brewer, 408 U.S. 471, 92 S.Ct. 2593 (1972).
Sandinv. Conner, __U.S. __, 115 S.Ct. 2293 (1995).

Waldron v. Evans, 861 P2d 3‘[ 1 (Okla Crim. 1993)

Canady V. Reynolds 88() F’2d 391C (Okia Crim. 1994)
~Dunnv: Rarﬁ$éy, 936 P.2d 347 (Okia Cnm 1997) |

- XL Action

. The deputyiregzonai director will be mspensnb e for compisance with this procedure.
The legal division wm be respens;b*e for the annuai review -and revisions.

Any exceptions to this pmcedure will requere prior written approval from the difector

- This procedure will be effective as indicated.

Replaced: Operations Memorandum No. OP-060125 entitled "Disciplinary Procedures” dated
March 19, 1996.

Deleted: Addendum- OP-060125-01 entitled "Disciplinary Procedures” dated April 16, 1996

Addendum- OP-060125-02 entitled “Disciplinary Procedures” dated
October 22, 1996

Addendum- OP-060125-03 entitled "Disciplinary Procedures” dated May
22,1997
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Distribution: Policy and Operations Manual

Attachment A
Aftachment B

Attachment C

' Referenced Forms

DOCO060125A

DOC060125B
DOC060125C

JOC060125D

. DOC060125E

DOC060125G

. DOC060125H

" DOC0B0125]
DOC060125.
DOC060125K

DOC060125L
DOC060211H

Department Website

Acts Constituting Rule Violation
Disciplinary Hearing Guide

Program Removal Procedures for inmates assigned to
PPCS, SSP, EMP or HA

Department of Corrections Offense Report
Investigator's Report
Disciplinary Hearing Report

Facility Misconduct Report Record

 Disciplinary Hearing Docket

©DOCOBO125F -« '.I::QéSpéﬁs"e from Director bf"{}esigﬁ9é="

Amendment of Rule Violation

Record 6&‘ Deiivery--of Copies of Evidence to Inmate
Witness Discretionary Action Record

Notice of Rule and Condition Violation

Program Rule and Condition Violation Hearing Action
Offender Misconduct Appeal Form

Consolidated Record Card (CRC)

Addendum- OP-060125-04 entitled "Disciplinary Procedures" dated July
10, 1997

Located
Attached
Attached
Attached
Attached
Attached -
A&éched
Attached
Attached
Attached
Attached
Attached
Attached

OP-060211
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1 Section--09 Prog;ams Page: 1 OP-090124 'Effe(.:ti_'ye Date: 04/08/02

nmate/Offender Grievance | ACA Standards: 2-CO-3C-01, 2-CO-4B-03, 3-4017, 3-4271, 3-4288, 3-4331, 3-ACRS-1E-
02, 3-ACRS-3D-07, 3-ACRS-4E-03

| 'Ron Ward, Director - _ Signatu_re on File
Qklahoma Department of Corrections L

Inmate/Offender Grievance Process

 The ‘grievance process is available to the inmate/offender to provide a standard method by which th
*inmate/offender may seek formal administrative decisions or answers to issues or complaints. (3-4271, !
- ACRS-3D-07) inmates/offenders are required to exhaust the grievance process prior to filing a lawsuit (4
U.S.C. § 1997 (e).an-d .5? 0.8. §. 564). (2-CO»3C—01)

: :; Lo Det“ Rit{Oﬂ m‘ Terms t)sed tn ThiS Prccedure

_' '}A';'- inmate/f)ffender Gnevance

The formai cempiamt by the mmate/offender usmg the “lnmate/@ﬁendef Gruevanca Repo
Form” { DOC 090124A, attached)

B. Request to Staﬁ

A system of two-way communication between staff and inmates to resolve complaints / issue
informa§§y (3»4{3“27)

B o inmate/.ﬁender
o Any person sentenced or ass;gned to any form of supewasson custody or control by th
Oklahoma Department of Corrections ezther at any prsson facility, in the community, probatlc
_' or pamie - _

D. Rev;ewmg Authontv

The fac;kty head or facil ity correctionai heaith services administrator where the incidel
occurred and to whom the grievance is first submitted.

E.  Administrative Review Authority

The director, chief medical officer, or their designee to whom the formal grievance is submitte
for final appeal

F.  Department Staff

Any staff member employed by the Oklahoma Department of Corrections. Said designatic
may also include, for the purpose of this procedure only, employees of a contract provider or
volunteer for the Department.

“ l-i. Ways the Grievance Procedure Can and Cannot Be Used {Grievable and Non-grievable issues)

A.  Grievable Issues
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1. A grievance may be used to address issues regarding conditions of confinement, action
of staff, and incidents occurring within or under the authority and control of th
Department of Corrections that have personally affected the inmate/offender making the
complaint and for which a remedy may be aliowed by the department. (2-CO-4B-03, 3
4288)

2. The grievance process may be used no matter what the inmate's/offender's custod
assessment or disciplinary status.

B. Non-grievable issues

1. Misconduct reports received through the department disciplinary procedures may not b

appealed through the grievance process. Misconduct reports may only be appeaie«

. through:the appeal procedures referenced in OP 060125 ent:ﬂecf “Department mmat.
B D;sc;phnary Procedures '

2. 'Gnevances may not be submntted abeut matﬁers that are in the course of ﬁt:gat:on

3. Requests for disciplinary action against staff will not be addressed through the grievanc
process.

C. Failure to Submit Timely Grievance

An inmaie!oﬁénder will submit a grievance within the time frames established below, if not, th
gnevance w;il be denied as untlmeiy submiﬂed except as prov:ded for in Part Xt of th|s Pohcy

e Access tothe Grzevance Procedure

The written grievance procedure and grievance forms will be readily available to tnmatesloffender
and staff throughout tha department and the pnvate pnsan facliataes

A. Ava;tabliitv of Matenaisﬂ-‘orms

M‘atertais an_d fcrms:wlii be available through the law libraries, general circulation libraries
facilities, district offices and staff. Assistance will be provided by staff as to the proper metho
of submitting a grievance.

B. Explanation of Process

The grievance process will be explained to inmates/offenders during the training or orientatio
process which will include non-English translation (oral and written), if the inmate/offende
cannot understand English. Appropriate assistance for those impaired or disabled will also b
provided. (3-4331)

C. Training
Training will be provided and documented.

1. All department staff employees of private prison or community contract facilities ar
volunteers will receive written and oral training in the grievance process durin
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orientation, pre-service and in-service training.

2. All inmates/offenders will receive written -and oral training of the grievance proces:s
during orientation upon initial reception at the assessment and reception center or the
district/sub-office and a refresher course when received upon transfer at a facility o
district/sub-office.

D. Reprisals
An inmate/offender will not suffer reprisals for submitting a grievance in good faith.
1. Reprisal means any action or threat of action against anyone for using the grievance

process. Actions taken in accordance with the abuse of process procedure below o
dtscfp!me for fatse statements are not repnsai

2. A gnevance may be submttted |f the mmate/effencier feels any reprfsal has occurred

3. T‘he_ ;nmaialoffender will not receive a misconduct report for submitting a g-rtevance it
good faith.
4. A misconduct report may be issued if an inmate/offender has made a threat in

grievance against staff, a volunteer or visitor, or an inmate has provided a falsified
forged or fraudulent document as evidence.

E. Direct Envoiv'ement

“An: empioyee d;rectiy involved'in the lnmate sfoffender‘s compiamt may not determ;ne the fine
" resolution of the formal complaint. A g

1. If the compiamt concerns any direct, personal action by the reviewing authority or facilit
health services administrator, a des:gnee from the facility will be appointed to resolv.
the camp%amt _

2. Direct i;nvo‘l-vement means direct personal involvement by the unit head in the allege

conduct/incident at issue in a formal complaint, but does not include routin
administrative matters such as final review action taken by the unit head in the custod
assessment process.

F. inmate Assistance

An inmate/offender may assist another inmate/offender at the same faclility in preparing the
grievance, but the complaining inmate/offender must sign the grievance and submit it to staff.

G.  Submitting on Behalf of Another Person

No person may submit a grievance on behalf of another person or about an issue/complai
not directly affecting the complaining inmate/offender.

H. Legible

file://C:\Documents%20and%20Settings\tratlif\Local%20Settings\Temploklahom%20grievance%620procc.. 7/31/20(



- Section--09 Programs Page 4 of 1

inmate/Offender “Request to Staff’ (DOC 090124D, attached) forms and grievances submitte
to staff for resolution must be legibly written in blue or black ink. No pencil or other color of ir
is allowed.

V. Informal Resolution

Informal resolution requires communicating with staff including submitting a “Request to Staff”
compiaint is not resolved. The informal resolution process precedes submitting a grievance.

A. Initial Attempt
Before Subm;ﬂing-'a ."‘Request to Staff” the inmate/offender must try to resolve the complaint &

talking with the case manager, probation or parole officer, supervising employee or othe
appropriate staff within 3 days of the incident.

B. RequesttoStaff = -

1. - I not resolved, the inmate/offender must submit a “Request to.Staff’ to the appropriat

: staff, generally unit staff, stating completely but briefly the problem. This statemer
must be.specific as to the complaint, dates, places, personnel involved and how th
inmate/offender was affected.

2. The “Raq_u_est to Staff” must be submitted within 7 calendar days of the incident, an
only one issue or incident allowed per form.

3. Staff will attempt to resolve the issue and will respond in writing to all “Request to Staf

forms being used to attempt:informal resolution, within 10.working days of receipt. O

.+ . the "Request to Staff’ form, staff will document any action taken and will cite or quot

. applicable department procedures.  Staff “will ' return “the ~original ‘form to th

inmate/offender and will retain a file copy. Local units will develop and implemer
procedures for maintaining these files.

4, A-_‘:_‘-R,ét:;&éfs:t'fto'-_'sta_ff"-.'m'ay not be submitted about matters that are in the course
litigation. L S -
5. If there has been no response in 30 calendar days of submission, the inmate may file

grievance to the reviewing authority with evidence of submitting the “‘Request to Staff” t
the proper staff member.

V. Submission and Review of Formal Grievances

A. Submitting the Grievance

If a complaint is not resolved informally, the inmate/offender may obtain and complete th
‘Inmate/Offender Grievance Report Form” and submit the original grievance form, along wit
the original “Request to Staff” form used in the informal resolution process, to the reviewin
authority. '

1. The inmate/offender grievance must be submitted by the complaining inmate/offende
within 15 calendar days of the incident or the date of the response to the ‘Request t
Staff” form, whichever is later. The “Request fo Staff” must have been timely submitte |
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(see Section V. B. item 2. of this procedure).

2.

The reviewing authority may choose to extend the submitting period up to 60 days fo
good cause.

Under no circumstances will the grievance be accepted after 60 days of the incident o
the date of the response to the “Request to Staff" unless ordered by a court, the
director, chief medical officer, or their designee.

Only one issue or incident is allowed per grievance.

All. medical grievances will be submitted to the facility correctional health services
administrator for resolution.

Contract private prison facilities are responsible for responding to grievances on matter:
occumng during the inmate’s incarceration in the contract facility. Inmates may file
graevances at prsvate prisons with the facility administrator in regard to their stay at the
pnv:ate pnsen

If the inmate/offender does not follow instructions as explained in this procedure and ot
the grievance forms, the grievance may be returned unanswered for proper completion.
If allowed, the inmate/offender must properly re-submit the grievance within 10 calenda
days of the date of the reviewing authority's decision. Continued failure to follov
instructions may result in restrictions being imposed ( refer to Section IX of thi
procedure).

the Grievance as Submztted o

B.. Where

lnmates/@ffenders must submlt the gnevance to the rev:ewung authonty or: facsizty healti
services administrator, whichever is appropriate, where the alleged incident occurred.
Grievances concerning custody assessment, sentence administration or records mus
be submitted to the facility where the field file is focated. (3-4331, 3-ACRS-4E-03)

If the _i‘ocai%’oh of the alleged incident is unknown or uncertain, the inmate/offender wi
consult with their case manager for assistance.

if the grievance involves multiple facilities at different locations, such as transfer ¢
property, the inmate/offender will submit the grievance to one of the involved reviewin
authorities who will investigate, respond to the grievance, and will forward the origine
grievance to the next reviewing authority for further investigation and response. Th
inmate/offender will be informed of where the grievance is being forwarded. Thi
process will continue until every involved reviewing authority has reviewed an
responded to the grievance. The last reviewing authority will return the originall
submitted paperwork to the inmate/offender along with the response.

C. Time Frames for the Review of Grievances

1.

The reviewing authority will respond on the “Grievance Response from Reviewin
Authority” (DOC 090124B, attached), and will forward the original answered grievanc
forms to the inmate/offender within 15 working days of receipt of the grievance.
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2. If the grievance involves multiple units at different locations, the period for response wil
be 15 working days from receipt of the grievance by each involved unit.

3. if the grievance cannot be answered within the 15-day period, the inmate/offender wil
be notified in writing, and the due date will be extended no more than an additional 1¢
working days.

4. if there has been no response by the reviewing authority within 30 calendar days o

submission, the inmate/offender may send the grievance to the administrative review
authority or chief medical officer with evidence of submitting the grievance to the prope
reviewing authority.

Vi Procedures of the Reviewing Authority

A.  Tracking Procedures
1. Upon r{éceihf_tz.of a griei}:ance, the revié\}éin'g authority will assign a grievance ‘number
' category. code; and stamp or show date of receipt on each and every page received
including the envelope. o
2. The reviewing authority will screen the grievance to determine:

a. whether the grievance concerns an issue or incident involving the unit where th
grievance was received.

b. whether the issue raised is a grievable issue.

~ ¢. . whether the grievance was submitted in a timely manner. .

d. __ whether the instructions for submitting a grievance were followed.

3. lalleged to be of a -sen-é_‘étive!emergeht;y nature, screen the grievance to determine if
should be handled as a -sensitiveiemergency grievance (refer to Section VIii}.

B. Answering the Gﬁevénce

1. On the “Grievance Response from Reviewing Authority” form the reviewing authority wi
cite and quote the appropriate department procedures, unit procedures or Oklahom:
Statute and will state specific findings of fact, conclusions, and alt actions taken by th
reviewing authority to investigate and resolve the complaint.

2. The facility head will conduct a final review of the correctional health service
administrator's medical grievance response. [f they concur with the correctional healt
services administrators response, they will affix their signature and date on th
"Grievance Response from Reviewing Authority” form. If they do not concur with th
correctional health services administrator's response, they will return it to them. Th
facility head will work with the correctional health services administrator to ensure the
the revised response is appropriate.

3. The reviewing authority will have the inmate/offender sign and date the respons
acknowledging receipt.
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4. The original copy of the grievance, the response and all paperwork submitted wuii b
retumad to the inmate/offender with one iegible copy of all paperwork fetamed by the
revzewmg authority.

5. The reviewing authonty will either grant or deny the grievance in whole or in pazt and |
granted will fashion the appmpﬂate remeciy and due date.

C. Resalut:oﬁ/ﬁ\cﬁon in Response toa Gr-fevance

1. Resoiutloniaciion may be taken at any reviewing level and may mciudegmpan
appropriate remedy as authorized by. Oklahoma law.
2. Grievances rendered moot by the inmate/offender daschargmg will not requlre 3

response

Vii Aza;:aaal Process and Pracedure

A. : Grounds for Az)Dea

The mma’tefoffander may appeal the reviewing authority’s response to the graevance on th
foliowmg grounés on%y

1. Newiy d;scoverediava;lable evsdence not conSidered by the reviewing authcnty relevar

to the issue, necessary for a proper decision, and why the evidence was not prevaousi
~available which if considered may alter the: decnsxen The mmate!cffender must c!earl
Lt state the newiy'da 'coveredlavaalab!e'-evadenca o S i %

2. Pmbable emor commztted by the revzewmg authorfty in the decnsmn such as wouid b
graunds for reversal. The inmate/offender must clearly state the error committed by th
. reviewing authonty m{;iudmg the spacif c sectzon of proeedures or statutes net foiiowe

' j_-by the femewmg autharity S oE L

B. F;nai Ameal to Admmlstratwe Revuew Authoratv or Chief Med:cal C)fﬁcer

The inmateloffendef may make a ﬁnai appeai to the admims.tratave review authority or chie
medical officer, whichever is appropriate, within 15 calendar days of receipt of the revzewm
authority's response or any amended response.

1. inmatas/(}ffenders wﬂi be charged $2 per grievance submitted to the adm;mstratav
review authority or chief medical officer. inmates/Offenders will not be refused acces
to the administrative review authority or chief medical officer because of their financi
status. If there are not enough funds to cover this cost, the amount will be collected a
soon as funds become available. The administrative review authority or chief medic:
officer has 20 working days from receipt of the grievance to respond and forward th
original grievance to the inmate/offender.

2. After answering the grievance, the administrative review authority or chief medical office
will submit a copy of the grievance form to the facility trust fund officer at the facili
where the inmate is currently housed, for the $2 fee to be entered into the system as
"Legal Co-Pay.”
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C.

C.

3. If more time is required, the inmate/offender will receive written notification, and the du
date will be extended no more than an additional 20 working days.

4. The administrative review authority or chief medical officer will retain one legible copy ¢
all grievance paperwork on file, send one legible copy of the response to the reviewin
authority, and forward the original paperwork to the inmate/offender.

5. Additional issues submitted in the grievance appeal and not presented in the initiz
grievance fo the reviewing authority for response will not be addressed.

Administrative Review Action

If the administrative review authority or chief medical officer determines that the grievanc
needs further mvesttgation or review by a reviewing authority, the grievance may be returne:

~ to the reviewing authority for further mvest:gatson and for an amended respcnse to th:

:nmate/effender o

1. If the grievance is returned to the remew;ng authorzty the inmate/offender will be notifie
by the administrative review authority or chief medical officer as to where the grievanc
has been sent.

2. The reviewing authority will respond within 15 working days of receipt of the returne
grievance. :

3. The reviewing authority. will forward a copy of the amended response to th
admamstratwe revaew authonty or chtef medical off cer.

4 Ef the mmateloffender has grounds far appea zng the rewewmg autharitys ameﬂde

response as stipulated in Section VIi. item A. Grounds for Appeal, they may do so withi
g-u%d-elines and time frames specified.

Fw&mm

The ruimg of the adm;ﬂ;stratave review authonty or-chief medical officer is fnal and wi
conclude the administrative remedy available to the inmate/offender within the jurisdiction ¢
the Oklahoma Department of Corrections. The inmate/offender will have satisfied th
exhaustion of administrative remedies required by 57 O.S. § 564. The grievance procedure
however, does not satisfy the additional requirements for exhaustion of administrativ
remedies required by the Governmental Tort Claims Act, 51 0.5. § 1561 et seq.

Vill. Sensitive/Emergency Grievances

A

Process

Grievances may be submitted directly to the reviewing authority without informal resolutio
when the complaint is of a sensitive nature or when substantial risk of personal injury or othe
irreparable harm exists. The inmate/offender must use the “Inmate/Offender Grievance Repo
Form,” and the word “emergency” will be written at the top of the grievance before submission

1. Inmates/offenders will be charged $2 per grievance submitted to the administrativ
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review authority or chief medical officer. Inmates/offenders will not be refused access to th
administrative review authority or chief medical officer because of their financial status
if there are not enough funds to cover this cost the amount will be collected as soon a
funds become available.

2. After answering the grievance, the administrative review authority and the chief medic:
officer will submit a copy of the grievance form to the facility trust fund officer at th
facility where the inmate is currently housed, for the $2 fee to be entered into th
system as'a "Lagal Co-Pay."

3. A complaint of an amergency nature is ‘one in which the complaint alleges irreparabl
harm or personal injury will occur and- which. the grievance process will be unable t
address in a timely preventive manner. A complaint of a sensitive nature is one i
which the complaint alleges misconduct by a staff member who either directl
supervises the mmateioffeﬂder or is the revxewmg authority whea’e ’the mmateiﬁffende
_IS asszgned - : _ . - L .

4.  The mmatefoffender wﬁ! describe. the reason why they belzave the grzevance to be of
sensitive/emergency nature that justifies not submittmg the grievance through norms
procedures and attemptmg informal resolution. The grievance must include a stafemer
specifying the personal injury or irreparable harm at risk.

5. The mmate!oﬁender will forward the grievance directly to the reviewing authority wh
can provide immediate resolution. " if the complaint involves the reviewing authority an
is. of a sensitive nature, the grievance may be brought directly to the administrativ
revnew authonty or chief medacal offit cer, whachever is agpropﬂate

3 _B; Upcn receipt cf a graevance so. marked the rewewmg autheﬂty w;i! have 24 hours to determm
* ~if it is in fact an emergency grievance. If so, an: expedited review will be: conducted and
response provided to. the inmate/offender within 48 hours of receipt, exciudang weekends an
holidays. The. inmate/offender may appeal that response as provided for.in Section Vil. Th
adm:mstratwe review ~authority ‘will provide an expedited response to: all verified emergenc
gr;evances within’ ?2 hours of receipt of the gr:evame appeai exc}udmg weekenés an
haindays : - _

C. Determmatzon that Gnevance is Not Sensstive/Emeraeracv

When the appropriate reviewing authority determines that a grievance is not of
sensitivelfemergency nature, the grievance will be returned to the inmatefoffender wit
notification that the grievance is not of a sensitivelemergency nature and that the standar
grievance process must be followed.

IX. Abuse of the Process

A Determining Abuse of the Grievance Process

1. The appropriate reviewing authority or chief medical officer may determine there |
abuse or misuse of the grievance process, and may restrict the inmate's/offender
capacity to submit a grievance. The abuse may be, but is not limited to:

a. grievances intended to harass another;
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b. the continual and repeated submitting of frivolous grievances; frivolou
grievances are those with no basis in fact or law.

C. the repeated submitting of grievances or “Requests to Staff” about an issu
previously addressed by staff in their written response;

d. grievances about de minimis (small, trifling, no avaitable remedy) issues,

e. repetitive grievances by multiple inmates/offenders about the same issue;

f. an inmate/offender using letters and failing to bring complaints by form:
grievance; and

g. continued procedural defects, such as submitting additional pages, after havm
been prewously warned.

2. if abuse of the process is determined, the inmate/offender will be notified in writing wit

a copy. to the inmate's/offender's field file and a copy to either the reviewing authoraty C
administrative review authority, whichever is appropriate. This will also result in th
immediate dismissal of the grievance without a finding or response. If this action i
taken at the first level of review, the action is appealable to the appropriat
administrative review authority.

B. Restriction Process

1. The restriction may be imposed for a period not longer than 12 months Further abuse
are grcunds for extandmg the restnctzon : - :

2. in ali gnevances submltted dunng the restriction penod the mmate!oﬁender is reque
to show cause why they should be permitted to grieve.

The inmate/offender will submit a duly verified affidavit, made under penaity «
discipline for lying to staff, attached to the grievance stating that all contents «
the grievance are true and correct to the best of the inmate's/offender
knowledge and belief. The affidavit will also contain a list by grievance numbe
date, description, and disposition at each level, of all grievances previous
submitted by the inmate/offender within the last 12 months.

In each case, before considering the merits of the grievance, the reviewir
authority will determine whether the inmate/offender has complied with tr
requirements for being allowed to submit a grievance.

If not, the grievance will be returned for correction and written reasons for suc
action provided to the inmate/offender.

The grievance may proceed when the inmate/offender meets the guideline
outlined in this section.

X. Confidentiality and Use
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A. File Maintenance and Access

All inmate/offender grievance records will be treated as confidential and will be maintained in :
file separate from the inmate/offender field file and medical record. Access will be limited t¢
corrections employees who need such information in the performance of their duties, such a:
staff members preparing responses to grievances and investigations. (3-ACRS-1E-02)

B. Attachments to Special Reports

Copies of completed inmate/offender grievances will be made an attachment to all specie
reports ordered by any court. if no grievance was submitted by an inmate/offender plaintiff, ar
affidavit attesting to that fact will be made an attachment to the special report.

XI. Monitoring of Inmate/Offender Grievances

A.  Grievance Report Log

1. The reviewing authorities and the facility health services administrators will record a
submitted inmate/offender grievances and the actions taken at each level using th
“Grievance Report Log"” (DOC 090124C, attached).

2. “Grievance Report Logs” will be submitted to the Multimedia Resources unit for analysi
by the tenth of each month,

B. Records Keeping

- A copy of the grievances submitted and dispositions of those grievances will be maintained fc
3 years at each level the grievance was submitted. ‘At the end of the 3-year period, th
material may be disposed of in accordance with OP-020202 entitled “Management of Offic
Records.”

- Kl Su-.bmiﬂinq a Grievance Out of Time

A If a grievance has been denied by the reviewing authority and the administrative reviewin
authority due to the grievance not being submitted in a timely manner, the inmate may make
request to submit a grievance out of time.

B. The request may only be submitted to the director and must be received within 30 calendz
days of the date of denial of the untimely grievance by the administrative reviewing authority.

C. The inmate must prove by substantial evidence that he did not submit the grievance in a time!
manner through absolutely no fault of his own.

D. If the request to submit an untimely grievance is granted the inmate will be directed to re
the grievance with the facility reviewing authority within 15 calendar days of the director
decision. If denied relief by the facility reviewing authority the inmate must appeal the decisic
to the administrative reviewing authority within 15 calendar days of the date the reviewin
authority denied relief.

Xilt. References
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42 U.S.C. § 1997 (e)

51 0.8. § 151 et seq.

57 O.S. § 564, §566

Boothv. Churner, ___ U.S. _ , 121__S.Ct. _1819__ (2001)
OP-020202 entitled "Management of Office Records”

OP-060125 entitled “Department inmate Disciplinary Procedures”

XIV. Action
The facliaty/umt head will be respon31ble for development of focal procedure
The dwaszon head wait be responsxbie for compilance wsth ih:s precedure
The general c:QUﬂsef wzli be respons;ble for the annual review and revisions.
Any exceptions to this procedure will require prior written approval from the director.
This procedure will be effective as indicated.
Replaced: Operations Memorandum No. OP-090124 entitled “Inmate/Offender Grievance Proces!
dated Octcber 30 2000
R Btstubuhon Pa!;cy and Opefatlens Manuai
' ‘Department Website

Referenced Forms Title | ~ Located In

DOC 090124A "Inmate/Offender Grievance Report Form” Attached

DOC 0901248 "Grievance Response from Reviewing Attached

: Authority”
DOC 090124C "Grievance Report i_og" Attached
DOC 0980124D "Request to Staff” Attached
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CHAPTER 9: SECURITY AND CONTROL,

SUBJECT; USE OF FORCE

SUPERSEDES: NOVEMBER 15, 1993

EFFECTIVE DATE: FEBRUARY 15, 1996

FACHITY: X NORTH FORK CORRECTIONAL FACILITY
FACILITY SUPERSEDES: JANUARY 02, 1999

FACILITY EFFECTIVE DATE: AUGUST 11, 20060

APPROVED: SIGNATURE ON FILE

e

DAVID L. MYERS
. ‘PRESIDENT - .

APPROVED: SIGNATURE ON FILE

LINDA' G, COOPER .
VICE PRES!DENT LEGAL AFFA%RS

"Admm;strator‘s {)esaqnee The Ass;siani Fac:lzty Adm:msiraior or the LChisf of Secunty The Facaisty

PURPOSE:
To establish procedures for governing the lawful use of force in CCA facilities.
AUTHORITY:
Sta:e and fedefal law and Corporate and Facility Poficy.
.:NS:-

Administrator's authority to act under this policy shall not be delegated beyond these persons except
with the advance written approvai of the Vice President, Facility Operaiions

Deadiy f*’orce Force 1hai Is likely 1o cause death or serious bod;iy injury.

Force - Restrammg power, physacai compuisaon strength dzrected ata person and includes restraining
equzpment and physical handhng : .

inmatefResuieni Any person housed in a CCA facility.

Reasonable Belief - The belief that force is necessary which can not be the product of the person's
imagination but must be based on facts that would lead others to form the same belief.

Serious Bodity Injury - An injury that poses a substantial risk of death or loss of health or limb.
Sufficient Threat - Situations posing a threat justifying the use of Deadly Force and which are:

. in self-defense, and then only to prevent immediate death or immediate serious bodily harm;
and

. Defense of another, and then only fo prevent immediate death or immediate serious bodily
injury.

Proprietary Information - Not For Distribution - Copyrighted
Property of Corrections Corporation of America
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9-1.4 POLICY:

Every effort wilt be made to prevent and defuse situations which might require the use of
force. If at all possible, non-forceful means (verbal intervention, negotiation, show of force,
efc.) will be attempted before using force as a last resort. Verbal provocation_alone will not
justify the use of physical force. '

The use of any type of force for punishment or reprisal, or which is unnecessary or excessive,
is strictly prohibited.  The amount and type of force used will be the least possible and then
only as aast resort, consistent with the safety of the public, staff and inmatesfresidents.

Personnel will be authorized to use force only if procedures for its use have been specifically
set out herein and approved in advance by the Vice President, Operations and the Vice
President, Legal Affairs and the employee has successfully completed  fraining in its use.
- Requests for purchase of any type use of force equipment will-be forwarded to the Vice:
~ President, Operations for review as to-compliance with this policy prior to an' obligation for -

purchase being made. -

915 PROCEDURES:
When negotiations have been utilized or found to be impractical, use of force is justified to maintain or-

restore institutional safety, security and control. The method(s) of force employed will be the most
practical and humane possible under the circumstances.

The folriowing_ are the sp_ecéﬁc_ types of force allowed and applicable procedures.
A. PHYSICAL HANDLING:

1. THE USE OF AN EMPLOYEE'S OWN. HANDS. IS JUSTIFIED ONLY IN THE - |
T POHOWNGSITUATIONS: 0 o T
Ca Y in U selfdefense  and in defending the general public, staff and

inmatles/residents such as:

i To p-revent.or_queli..a_dis_t_urbance; _ :
#. - Toenforce institutional regulations andfor orders in which violation of

‘may threaten the security of the institution;

b, To_prévéﬁt'or halt damage to property; and
C. To prevent.escape.
2. PROCEDURES:
THE STAFF POSITION(S) AT THE FACILITY WHO AUTHORIZES THE USE OF
PHYSICAL HANDLING I5:
APPROVED: _ .
ON-FILE Warden, ADO, -Assigwtmt_smf_t Supervisor _and above, however, any trained
employee may use Physical Handling if needed immediately to resolve the
situation and restore order.
VP, OPERATIONS
Exceptions:
None

Proprietary Information - Not For Distribution - Copyrighted
Property of Corrections Corporation of America
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3 TRAINING:
a. Positions trained;
Al éecuri-ty staff, SORT Team members,
b. Amount of initial training:
Twelve {12) hours.
c. Amount and frequénlé;y of follow-up training:
Four {4) hours annually.
B. RESTRAINT EQUIPMENT.
1. R‘ESTRA;NTS MAY BEUSED AS A PRECAUT!ONA‘R_Y-M&AS_URE; : -
' a T seif«defeﬁse and in -d_é_i‘ehding' the general .hLi':b.i_.iC, staff and . -
© inmates/residents :sqc_h:a_s:- S : -l :

i To p%év_er'tt_-ar"qugttla'd;sturbanae; .
i. To: ﬁenforce_ institutional regulations andfor orders in which violation
may threaten the security of the institution;

To prevent or hait damage to property;
To prevent -in;“u'ry to'seff, staff, other persons or property; or

For medical reasons, by _dim__ction of the medical personnel.

® a0 o

As a precautionary 'measure 'in_ the movement of inmates/residents (e.g., the
use of-handcuffs in moving __in.matgsire_sédents- to-and from a celi'in detention,
<. @scorting an inmate/resident to'a special housing -_un‘it_-;-p&ndin_g‘;inve'stigaticq;i T

f. To prevent escape of aninmatefresident under escort. Use will be based on
facility procedures which consider the following:
i Security classification of the inmate/resident;
i Anticipated contact with the public; .
dil. . Physical and mental heaith of the inmatefresident;
i Demonstrated behavior of the inmate/resident;
v. Age, size .and  stature of the escort as compared to the
inmate/resident; or
vi. Mode of fravel.

AT THIS FACiLlTY,_-‘-PROCEOURES FOR USE OF RESTRAINTS TO PREVENT
ESCAPE WHILE UNDER ESCORT ARE AS FOLLOWS:

Inmates under restraint will be cuffed in front with belly chain and feq irons. if

AR

no belly chain is used, the inmate will be cuffed behind the back.

2. in no event will an inmatefresident remain in restraints once they have been placed
into a-secure room or cell, unless the Chief of Security or Duty Officer has determined
that this is necessary to prevent injury to the inmatefresident and that no less
intensive method is appropriate.

a. The restrained inmate/resident will be checked at least every 15 minutes.

Proprietary Information - Not For Distribution - Copyrighted
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b. At such time as it is safe to remove the restraints, they will immediately be
removed.
C. Should it be necessary to keep the inmate/resident in restraints for longer

than one hour, a medically qualified person will be summoned to examine the _
inmate/fresident and advise on a course of action.

3. PROCEDURES:

a. AT THIS FACILITY, THE POSITION(S) THAT CAN AUTHORIZE THE USE
OF RESTRAINT EQUIPMENT ARE AS FOLLOWS:

Instruments of restraint. such as handcuffs, irons, and straight jackets,

are never applied as punishment and are applied only with the approval
. of the warden/superintendent or designee.

Senior Correctional Officers or above may use hand restraints if needed

immediately to restore order. . .

-_ 'E_i_f:éptib_né_: .
None
APPROVED: b. AT THIS FACILITY, THE RESTRAINT EQUIPMENT AUTHORIZED FOR
ONFILE USE IS AS FOLLOWS:
VP, OPERATIONS
ON-FILE Handcuffs; Belly Chains; Soft (human) Restraints; Leq irons; Flex-Cuffs
VP, LEGAL
01/02/99
DATE
4, TRAINING
a. - Positions trained:
" Designated Staff
b. Amount of initial training:
Four (4) hours.
c. Amauﬁf'.éad frequency of follow-up training:
Two (2) hour annually. ’
C. INFLAMMATORY AGENTS
1. Inflammatory agents include such products as Qleoresin Capsicum (Pepper Mace)
and Oleoresin Capsicum/CS (Pepper Mace Grenades) may be used in the following
situations:
a. In  self-defense and in defending the general public, staff and

inmates/residents such as:

i To prevent or quell a disturbance;
i To enforce institutional regulations and/or orders in which violation of
may threaten the security of the institution;

h. To prevent or halt damage to property; and

C. To prevent escape.
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2 As with all types of force, the amount of force used in the use of inflammatory agents
will be no more than is necessary to control the situation.

3. inflammatory agents will only be used by staff who have successfully completed
training in ifs use and only in accordance with the following procedures:

4. PROCEDURES:

a. AT THIS FACILITY, THE POSITION(S) THAT CAN AUTHORIZE THE USE
OF INFLAMMATORY AGENTS IS(ARE) AS FOLLOWS:

Warden, ADO, Assis-ggnt Shift Supervisor and above.

APPROVED: b. AT THIS FACILITY, THE EQUIPMENT AUTHORIZED IS AS FOLLOWS:
ON FILE
VP, OPERATIONS - Oleoresin Capsicum {OC); OCICS
Ll 620 OCICS Grenade
ON-FILE - - ‘MK Baliistic Stream
VP,LEGAL MKFouger
0102199 Projecto Jet Foqger

c. AT THIS FACILITY, ADDITIONAL PROCEDURES ARE AS FOLLOWS:

When time permits, the inmate’s medical records will be reviewed prior
to the use of inflammatory agents.

5. TRAINING:

a. Positions trained:

. "SORTY _tea_m_'___.e_.:ff}.s‘-el'_s, - Transportation officers, Senior '-qurec_;tionai
: _'._'.__Office’rs,"-and_-'a?qyig__.-- o o SRS I
b. Amount of 'in.itiai.tr.a'iﬁing:
Four (4) hours.
c. Amount and frequency of follow-up training:
Two (2) hour annually. )

D. STRAIGHT BATONS.

1. STRAIGHT BATONS MAY BE JUSTIFIED ONLY IN THE FOLLOWING
SITUATIONS:
a. In  self-defense and in defending the general public, staff and

inmates/residents such as:

L To prevent or quell a disturbance:
il. To enforce institutional regulations and/for orders in which violation of
may threaten the security of the institution:

b. To prevent or halt damage to property, and
C. To prevent escape. ‘
2. PROCEDURES:
a. THE POSITION(S) AT THIS FACILITY THAT AUTHORIZES THE USE OF

BATONS AND RIOT STICKS IS(ARE):
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Warden, ADO

Exceptions:
APPROVED: b. AT TH;S FACILITY THE AUTHORIZED BATON AND RIOT STICK
ONFILE ﬁQUIPMENT USED lS(ARE}
VP, OPERATIONS
ON-FILE hz 1 ix (36) inch Rmi Baton
VP, LEGAL : 24 }inch Riot Bat Baton
3. TRAINING: :

a. . Pasifions trained
Des;gaated Personnel

-_b..: " -'.Amx)unt of m;ﬂal trammg S
- Enghi (8) hours S S
¢ .Amount and frequency of foliow—up tralnmg

Four (4). hours annually.
E. CHEMICAL AGENTS.

1. CHEMICAL AGENTS MAY BE JUSTIFIED ONLY IN THE FOLLOWING
SITUATIONS: =
a. in seﬁfédefense and’ . sn defenﬁ:ng the  general public, staff and

anmates/resadents such as:

i _i_ Ta enfcrca msi;tutfonal regutatzams andfor’ orders in whxch wofat;cn of;f__ _
LT “may | threaten the secunty of the lnstifmzan or ' Sl
: ii‘ o Toprevent or quelf a dasiurbance i

b. To prevant or hait damage to propeﬂy and

o c. - To prevent esaape
2. PRGCEDURES '

a, ' THE POS!’HON{S} A’T “!’H!S FACEL!TY THAT AUTHGR!ZES THE USE OF
' CHEMICAL AGENTS ES{ARE) AS FOLLOWS: .

Warden, ADO, Assastant Shift Supervisor and above.

Exceptions:

None,
APPROVED: b, AT 'i‘i-its FACILITY, THE CHEMICAL AGENTS AUTHORIZED ARE
ON-FILE AS FOLLOWS:
VP, OPERATIONS
VP, LEGAL CS; Smoke projectiles; Appropriate Delivery Equipment
01/02/99 :
DATE

3. TRAINING:
a. Positions frained:
Assistant Shift Supervisor and above, plus SORT members.
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b. Amount of initial fraining:
Four (4} hours.
<. Amount and frequency of follow-up training:
Two (2} hours annual refresher training.
F. ELECTRONIC STUN SHIELDS:
1. ELECTRONIC STUN SHIELDS ARE JUSTIFIED ONLY IN THE FOLLOWING
SITUATIONS:
a. in  self-defense and in. defending the general public, staff and
inmatesfresidents such as; '
b. - To enforce institutional 'regulations and/or orders;
c. To pmvent or queliadlsturbanae and
a4 Ta ;areveat escape

2. PROCEDUR&S

a. THE PGSITEC}N(S) AT THIS FAC]LITY THAT CAN AUTHORIZE THE USE -
OF ELECTRONIC STUN SHIELDS IS (ARE) AS FOLLOWS:

Warden, ADO, Assistant Shift Supervisor and above

Exceptions:
None
APPROVED: b. AT THIS FACILITY THE ELECTRONIC STUN SHIELD EQUIPMENT
ON-FILE ASTHOR&ZSB IS AS FOLLOWS:
Ve, OPERAT10NS S _
CONERE -LNova Stun S?ueid
iy LEGN_,_ SRR S
01/02/99
DATE

3 TRAINING:
a. Pﬁs:tmns i‘ra;neti ;
Asszs_ta_nt Shift Supervisor or above, SORT members
b. Amouht of initial training:
Four (4) hours
C. Amount and frequency of follow-up training:

Two (2) hours

G. TASER
1. THE TASER IS JUSTIFIED ONLY IN THE FOLLOWING SITUATIONS:
a. in self-defense and in defending the general public, staff and
inmates/residents; )
43 To enforce institutional rules and/or orders in which violation of may threaten
the security of the institution;
c. To prevent or quell a disturbance;
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APPROVED:

VP, OPERATIONS

VP. LEGAL

DATE

APPROVED:
ON FILE
VP, OPERATIONS

2.

3.

d. To prevent or hait damage to property; and
e To prevent escape
PROCEDURES:
a. AT THIS FACILITY, THE POSITION(S) THAT CAN AUTHORIZE USE OF

TASERS IS (ARE) AS FOLLOWS:
Not in use at this facility.

Excepﬁons:
None

b. AT THIS FACILITY, THE TASER EQUIPMENT AUTHORIZED IS AS
FOLLOWS

?sione

TRAINING:
a. Positions trained:
None
b. Amount of initial training:

None

c. Amouni and frequency nf fciiow-up trammg

"_Nane i

NON LE"E’HAL WEAPONS

1.

NON-LETHAL WEAPONS MAY BE JUSTIFIED ONLY IN SELF-DEFENSE AND IN
GEFEMDING THE GENERAL PUBL C, ST"AFF AND INMATES/RESIDENTS SUCH
AS: '

a. To hait furth-er 'destruction to property;.

b. To safeguard the general public, staff and inmates/residents; and

c. To quell a disturbance and return order to the facility.

PROCEDURES

a. THE POSITION{S) AT THIS FACILITY THAT AUTHORIZES THE USE OF

NON-LETHAL WEAPONS IS (ARE) AS FOLLOWS:
Warden, ADO, Assistant Shift Supervisor and above

Exceptions:

None

b AT THIS FACILITY, THE NON-LETHAL WEAPONS AUTHORIZED ARE

AS FOLLOWS:
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ON FILE # 28b stinger baton
VP, LEGAL # 15 RP stinger grenade
01/02/99 # 00 Omni Blast.
DATE # 23 FB Distraction Device
#23BR Sand Ba
3. TRAINING:
a. Positions trained:

Assistant Shift Supervisor and above and all SORT Team members

b. Ambant of training:
. Four (4) hours conducted during initial Firearms and Chemical Agents
I@m
G fAmount ami frequency of foilow-up {raining:

- '%"wo {g) iwurs Annual Refresher Training
i. F EREARMS AND OTHER DEADLY FORCE.

1. This force may be used only when negotiations and all other types of approved force
have been exhausted or found impractical. Approval will be obtained from the
Warden/Administrator or their designee prior {o arming employees with firearms. The
most common form of deadly force will be use of firearms.

The use of firearms is always considered to be the use of deadly force. Other

instruments can become deadly force if they are used in a manner likely to lead to

death or serious bodily injury of the person against whom it is being used. For

example, a baton used forcibly on @ person's head, throat or neck could obvaausiy
- _iead to. death or seﬂous badtly m;ury, -whereas if used on the iegs ﬁ wou!d not:-

- Weapons or ether deadfy force may be used oniy when there ex;sts Reasonabie'- :
Belief and Sufficient Threat.

2. FIREARMS: WHO MAY CARRY/WHEN.

a. Only those employees who meet all applicable corporate and facility policies
and procedures; all applicable state and local laws; and who have been
designated in writing by the Warden/Administrator, will be permitted to carry
or use firearms in the course of their employment.

b. No employee will be penniﬁed to carry a facility owned weapon to their home
or to have it on their person while off duty.

C. The Vice President, Operations or Warden/Administrator may at any time,
with or without cause, order that an employee's designation to carry arms be
suspended, either indefinitely or for a fixed period.

d. No weapon will be brought info the secure perimeter of the facility, except
with the authority of the Warden/Administrator or their designee.

e. Employees will carry firearms only while assigned to posts that are
inaccessible to inmates/residents such as gunwalks, watchtowers, mobile
patrois and transportation.

DEADLY FORCE WILL BE USED ONLY IN ACCORDANCE WITH THE
FOLLOWING:
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3. PROCEDURES:
a. NEGOTIATOR - If negotiator varies depending on situation, specify:

As specified by the Warden.

b, AT TH.IS"E-‘_ACIL%TY, THE POSITION THAT AUTHORIZES THE USE OF

FIREARMS IS AS FOLLOWS:

Warden, ADO

Exceptions:

None

APPROVED: c. AT THIS FACILITY, THE AUTHORIZED FIREARMS EQUIPMENT IS AS
ONFILE - FOLLOWS:
VP, OPERATIONS e :
_ 91{02199 L 12 gauge shotgun; 38 caliber pistol
ON F_IL'E X i Mini 14 carbine
VP, LEGAL ' R
ONFILE
DATE
4. TRAINING:
a. Positions trained:
All personnel who escort or directly supervise inmates off the facility.
As selected by the Chlef of Security and approved by the Warden
b. Amount of initial tra;nzng
. .Fortv (4&) iwurs
c. : Amouat and frequency of fonow-up training:
Eight {(8) hours an-nuaiixt
d. ADDITIONAL TRAIN!NG PROC&DURES AT THiS FAC!LITY ARE:

L .Verba! Wamm P 1 feaszble and if to do 50 would not i increase
the danger to the officer or.others, a verbal warning to submit to
the ‘authority of the offlcer will be given prior to the use of
dead_ig force. - a s

il Warning Shots: Are not authorized.

il Assault or Riot: All other means will be used before utilizing
ﬁregower When ﬁecessag, all tethal fire will be directed to
stan the action.

V. Officers will_not _normally fire if it endangers the lives of
innocent bystanders.

J PROCEDURES BEFORE USE

The types of force specified in this policy will be used only:

1. After obtaining specific written approval from the Vice President, Operations and the
Vice President, Legal Affairs.
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2. By employees who have successfully completed initial training in the levels of force
authorized for use at their facility and who participate in periodic review to maintain
current knowledge and;

3. In accordance with facility procedures approved by the Vice President, Operations
and the Vice President, Legal Affairs.

K. PROCEDURES AFTER USE.
Immediately following the use of force, either deadly or non-deadly, the following steps will be

taken: .

1. Medical Care: Will depend on the seriousness of the situation, the degree of care
required and _ihe location of the situation. '

2. Death or Serious Bodily Injury: The Warden/Administrator will immediately notify the

' contract officer;. proper law enforcement ‘authorities; the Vice President, Operations:
the Vice President, Legal Affairs; and the Vice President, Communications. '

3. Physical Examinations: ' The participants (including staff) except those requiring
immediate transporiation to the hospital, will receive a physical examination as soon
as possible,

4. Chemical Agents: When used, affected inmatesfresidents will be permitted to wash

their face, eyes or other exposed areas as soon as possible after the use of the
chemnical and will be allowed to change their clothes.

L. REPORTS

As it is anticipated that any use of force may result in fitigation, the procedures specified in
CCA Palicy 5-1, Incident Reports, will be followed. Additionally, ‘any reports required by law
. ~enforcement -authorities . will be’ cc_mpé'eted_':;agdf:a- Qo_ﬁy-;jwigli';_bg--supmitted_-wim_;the Incident

M. ADDITIONAL PROCEDURES USED AT THIS FACILITY ARE AS FOLLOWS:

HQS_TAG;E .Siji‘{J;AT:iﬁﬁ‘fS: : .Ne. _empiéy_eié will take any -ac'!ién %nyclying--t}ée use of force where |
hostages have been taken, without prior approval of the Warden or designee.

9-1.6 REVIEW:

This'poiicy will be reviewed as necessary by the Vice President, Operations and the Vice President,
Legal Affairs.

917 APPLICABILITY:
All CCA Facilities.

§-1.8 ATTACHMENTS:
Nane

9-1.9 REFERENCES:

Miller v. Leathers, 913 F.2d 1085 (4th Cir. 1990, en banc), and ACA Standards. The ACA Standards
for this facility are:

3-4087, 3-4088, 3-4089M, 3-4183, 3-4183-1M, 3-4191, 3-4194, 3-4195, 3-4196, 3-4198, 3-4268M
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CHAPTER 9: SECURITY AND CONTROL
SUBJECT: INMATE PROPERTY
SUPERSEDES: JANUARY 22, 1999
EFFECTIVE DATE: SEPTEMBER 15, 2000
APPROVED: SIGNATURE ON FILE
WARDEN BRADLEY
9-110.1 PURPOSE:
To establish specific guidelines governing the personal property that inmates may retain
in their possession and establish specific procedures regarding the control and
safeguarding of inmate personal property.
9:110.2 AUTHORITY:
Faciiiiy .'Po'li-cy.
9-110.3 DEFINITIONS:
Exchange -ltems - Issued property which must be presented for exchange of new or
clean, similar items.
immediate Family - Wife, father, mother, sister, brother, child or grandparent.
Legal Materials - Materials of a legal nature which are pertinent and necessary to an
ongoing legai matter which relate to the inmate or upon which the inmate is working.
Non-Consumable Items - Progerty items which cannot be used up or eaten by inmates
‘within a reasenab!e penod of tsme ie., apphances ci{)ihmg, imens hohby suppiaes
._.PerSQnai Clethes “For: the purpose of thss poticy, perscmai c oth&s refers 1o any ciothmg
itemnis which are not issued.
Personal Property - Non-issued property items which an inmate will be permitted to
retain pursuan-t 1o this policy and procedure.
ngarty File: - A file maintained on each inmate by the Property Officer which
dacuments all property in an inmate's possession while at'this facility.
Prcpartv foicer -‘Any correctional employee, regardiess of rank or title, who is assigned
by the Warden or designee to be responsible for the orderly processing and proper
documentation of an inmate's property while at the facility. These duties include
maintaining a property inventory, and disposal of property items which are in excess of
the established fimits.
9-110.4 POLICY:
A, it is the policy to specify the personal property inmates can retain in their

possession and limit the quantities in order to comply with fire codes and safety
regulations; to better utilize the limited space in living guarters; and, to more
effectively facilitate security searches and eliminate contraband items with a
search of the inmate’s property.

B. The facility will maintain accurate and current records of inmate property in order
to resolve theft or loss damage claims, and to ensure accountability.

Property of North Fork Correctional Facility
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9-110.5 PROCEDURES
A, AlL OWABLE PROPERTY UPON ADMISSION
1. All property arriving at this institution is itemized using Form 9-110b,

Personal Property Inventory/Receipt”, and is kept in a permanent file.
The inmate will also receive a current copy of this form at initial intake
and whenever his property is updated.

2. All inmates sign for clothing and bedding received on Form 9-110b,
Personal Property inventory/Receipt and Form 9-110 E, Ditty Bag.

3. Inmates who arrive with currency, cashier’'s checks, or money orders in
their possession will immediately relinquish the currency, cashier's
checks, or money orders to the intake Officer. The intake Officer will
indicate. the amount of each cashier's check, money order and all
currency received on a CCA triplicate money receipt and will submit the
currency, cashiers checks and money orders to the Business Office to be
deposited in the inmate's account. Inmates will be required to complete
17-101B, Acknowledgment of Inmate allowing CCA - NFCF to deposit
funds.

4. Inmates who arrive with any type of medication wilf relinquish it to the
intake Officer upon arrival. The Intake Officer will record all such
medications on the Personal Property Form 9-110b and will submit all
medications to the Health Services Staff, and have him/her sign for
receipt of same.

5. Inmates who are received wearing personal clothes will be issued facility
uniforms. Personal clothing articles will be washed/disinfected prior to
storage or prior to allowing the inmate to possess. Unallowable property
_w:li be disposed of in accordance w;th Sectmn F of this policy. :

6. CCA will isstie a° combmation fock to demgnated inmates based on unit
assigned. The inmates will use these locks only for the purpose of
securing their property . Any other use of these locks by the inmate may
result'in disciplinary actions and the loss of use of the combination locks.

7. Facility standard issue:
a. 7 T-shirts
b. 2 towels and 2 washcloths

c.1 hygiene kit (1 toothbrush, 1 toothpaste, 1 razor, 1 bar of soap, 1
deodorant and 1 shampoo}.

B, FACILITY ISSUED PROPERTY

1. Upon admission, inmates will be issued clean clothing and linens. All
items  will be properly fitted, durable, climatically suitable and
presentable.

2. All facility issued property to the inmate will be listed on Form 9-110b.
The inmate will sign for each item issued and will be held liable for any
damage to or ioss of facility property in excess of normal wear or use.
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3. Form 9-100b will alsc reflect the date and quantity of facility issued
items to the inmate and the Intake Officer whom issued the property.
The completed form will become part of the inmates property file.

4, In the event an inmate shoutd have in his possession facility property in
excess of what the Intake Officer{s) have issued, the excess will be
taken by a Intake Officer and a disciplinary report will be completed.

5. inmate pillow{s} and matiress{s} are assigned to the housing units and
are to remain on the assigned bed(s). Prior to an inmate taking
possession of his/her assigned bed the pillow and mattress will ‘be
cleaned and/or disinfected. Any damaged pillows or mattresses. will be
repaired or replaced.

6. All linens and towels will be washed on a weekly basis. This service will
be performed by the facility laundry staff.
7. Facility standard is_ét_se:
a. ':{:O_SJIT’ -Sh'ir't_-s_-':
b, FOL;W ;ﬁénis.;
c. One.c-éa’_t {if the season reguires)
d. Seven underwear;
e. Seven socks;
f. One pair tennis shoes {if needed);
g. One blanket;
h. Two towels and two wash ¢loths;
. Two sheets and one pillow case;
i Onecombinationlock:
K. - (.)ne'én'r'nate h.and'b'ook;
k. One 1.D. badge or bracelet;
m. One hygiene kit; and,
. One laundry bag. '
8. All used linens, "Iunif_ofms, blankets, and jacket prior 10 reuse or storage

will be washed and/or disinfected and inspected to ensure the inmate will
be issued clean suitable items.

9. Inmates assigned to special work areas {such and maintenance, yard
crew, etc.} will be furnished all necessary suitable personal protective
clothing and equipment by their work supervisor. work areas will be
turnished all necessary safety equipment by the inmates supervisor. The
inmate will be held responsible for any item issued and will have to return
any items issued by the end of the working day or by the time the inmate
supervisor designates.

C. ACQUISITION OF PROPERTY
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1. In addition to the property which inmates are allowed to have upon
admission, inmates may acquire additional personat property through the
tacility commissary and special commissary purchases.

2. inmates are not allowed to exchange personal property between
themselves.

3. Inmates may acquire books, magazines and newspapers in accordance
with institutional policy.

4, Inmates may not acquire personal property in any manner other than
those listed in this section.

D. COMMISSARY PURCHASES

1. Inmates must fill out the Commissary Order Form available through their
counselor. .

2. To ensure that non-consumable items do not exceed the amount ouﬂinéd

on the. Maximum Allowable In-Cell Property Matrix (9-110a). - the
Commissary will only allow them to be purchased in those quantities..

E.  SPECIAL COMMISSARY PURCHASES

1. A list of items that may be purchased outside of the facility commissary
is posted in the inmate housing areas.

2. Inmates may request special commissary purchases by filling out the
special commissary order form on the second Friday of the month by
0700 and deposit it into the commissary box.

3. Commissary staff will deduct. the funds from the inmates acecount at that
time.
4. When the ordered item arrives, the Commissary Officer delivers it Ao the

Property Officer to.record on the inmate Property. Receipt Form (9-110F)
and to.give to the inmate, who signs for the item.. If the item is one in
which required the inmates identification # engraved, the Property Officer
will do this before issuance.

E. AMOUNT OF ALLOWABLE PROPERTY ,

1. Inmates will only be aliowed to retain personal property as authorized by
this policy and only in an amount which does not exceed the capacities
of individual storage areas and lockers provided by the institution.

2. The Allowable Personal Property attachment 9-110B lists the personal
property an inmate may have in his/her possession.

3. The walls, doors, grills or windows in each living unit will not be covered
with pictures, curtains, screens, paper, cellophane, cloth, cardboard, or
any ather similar item. Nude photos, drawings, paintings or other
representations will not be allowed on display.

4. When personal property exceeds these capacities, the inmate will be
required to make a determination as to what property will be retained and
the remaining property will be disposed of in accordance with this policy.
Should the inmate be unwilling or unable to make a determination as to
what property to retain, the decision will be made by the Warden or
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designee, and the remaining property will be disposed of in accordance
with this policy.

F. DISPOSAL OF PROPERTY
1. If the inmate’'s personal property is deemed to be in excess of
institutional limitations, it will be disposed of in accordance with this
section. _
2. The inmate will designate how the property is to be disposed of by

completing the NFCF Disposition of inmate Property Form 9-110D. This
form will become part of the inmate’s property file. The property may
be disposed of in one of the following ways:

Destroyed by facility staff;

b. Mailed tc an address designated by the inmate, provided the
inmate ha-s adequate funds to pay postage;
c.. . Picked up by an‘inmates visitor within therty {30) calendar days of
SR 'mmate amva! cr :
R 'Donatad to {:hanty through the intake Property Officer.
3. Upon ?;he :nmates refease -or transfer, all’ property in storage will- be

released to the inmate.
QG. TEMPORARY TRANSFERS

1. i an inmate is temporarily transferred from this institution for up to 80
days, the inmate's property will remain and will be stored in the Property
Room.

2, If an inmate is temporarily transferred out of this facility for a period of

time. which is anticipated 1o exceed 90 days, the mmate s property walE
o :;__be transferred wath the mmate to ‘the new iocatmn :

3 "f'-":Each tsme anmate praperty is- packaged for storage a Personai Property

Receipt Forrn 9-110b must be completed.
H. ALLOWABLE PRDPERTY FOR INMATES IN SPECIAL MANAGEMENT UNIT
1. inmates iy Admmistratwe ‘Segregation, or Pre»ﬁaarmg Detentaon will be

allowed to retain property according m ‘the” prccedures as outlined in
Policy:10- TOG Segregatmn

L LEGAL MATERIALS

The amount of personal praperty an inmate may have in his possession, including
legal materials, is limited to the amount which an inmate may store in histher
living area in the storage space provided.

J. ABANDONMENT OF PROPERTY

1. Upon arrival, each inmate will complete a Disclaimer Form, Form 9-110C,
which gives the facility the discretion to dispose of an inmate’s property
should the inmate abandon hisfher property by escaping from custody. A
copy of this form will be kept in the inmate's property file.

2. in the event of an escape, staff may use an inmate's property for
investigative purposes to determine escape mode, route, etc., and then
they will dispose of the property. Methods of disposal will include, but
are not limited to:

Property of North Fork Correctional Facility
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Destruction;

b. Mailing the property to an address previously designated by the
inmate, at the inmate’s expense. This would require the inmate
to have a sufficient amount of money in his/her account to pay
for postage; or

C. Having the person who has been designated on the disclaimer
form by the inmate, pick up the property within thirty (30}
calendar days from the date of escape.

3. The amount of personal property an inmate may have in his possession,
including legal materials, is limited to the amount which an inmate may
store in his living area up to 2 cubic feet.

K. All inmates will sign a Disclaimer Form, Form 9-110C, every time they arrive at
the facility, stating that all their personal property is accounted for and that they
understand it is their responsabiilty to keep their cell doors or lockers secured
when ' they deave their respectlve housing units, i groperty is found to be.
missing when an ‘inmate’ is ‘received at the facility, a’ Report of Lost inmate
Property, Form 14-8A, will be completed and mailed to the approprtate
authorities, i.e., the prison or jail facility at which the inmate was toused pnor to
transfer,

L. EXCEPTIONS

1. i a documented medical condition exists, the Health Services Unit will
authorize or provide the special property required, only after prior
approval of the Warden. Inmates in possession of property so approved
will be allowed to retain such property; however, these items will not be
replaced without subsequent medical documentation and approval of the
Warden.

2w nd unusuei ‘cases, exceptions to this policy may be approved ona casev-

DR _'by case basis by the. Warden, i it is .deemed that such ‘exception is in'the

best inferest of the inmate and the facility, with the provision that such
exceptions are not made on an arbitrary or capricious basis,

M. AVA?LABEL&TY TO INMATES

1. During orientation a member of the stafi waﬂ discuss inmate property and
answer questions.

A copy of this policy will be kept in the general fibrary.

Notice of any changes will be posted in the inmate housing units.

9-110.6 REVIEW:

The Chief of Security will review this policy on an annual basis and make
recommendations for necessary revisions to the Warden.

9-110.7 APPLICABILITY:

All inmates and staff,
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9-110.8 ATTACHMENTS:
S-110A Maximum Allowable n-Cell Property Matrix
9~1u1 oB Personal Property Inventory / Receipt
$-110C Disciaimer Form
9-110D Disposition of Inmate Property
9-110E Receipt of Ditty Bag, Combination Lock & Inmate Handbook Form
9-110F inmate Property Receipt
9-110.9 REFERENCES:

ACA Standards. The ACA Standards for this facility are:

3-4268M, 3-4279, 3-4272, 3-4280, 3-4281, 3-4316, 3-4317, 3-4318, 3-4321, and 3-
4324, :

Property of North Fork Correcfional Facility
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CHAPTER 14: RESIDENT RIGHTS

SUBJECT: INMATE/RESIDENT GRIEVANCE PROCEDURES
SUPERSEDES: APRIL 1, 1992

EFFECTIVE DATE. JULY 15, 2000

FACILITY: NORTH FORK CORRECTIONAL FACILITY

FACILITY SUPERSEDES: JULY 15, 2000
FACILITY EFFECTIVE DATE: AUGUST 23, 2000

APPROVED: SIGNATURE ON FILE

MIKE QUINLAN
PRESIDENT

APPROVED: SIGNATURE ON FILE

LINDA G. COOPER
VICE FRES!DERT LEGAL AFFAIRS

14-5.1

14-5.2

14-5.3

14-5.4

PURPOSE:

To establish procedures for inmates/residents to formally file complaints about facility conditions,
treatment, policies, and procedures. To provide that such complaints are reviewed in a fair and
expeditious manner and resolved in the best interest of both the inmate/resident and the facility.

AUTHORITY:
Corporate and Facility Policy and Contract.
DEFIN]TEONS

A Emergencv Gnevance A gﬂevance the resalutson of. wh:ch af subject to the normal: itme

fimits, would subject the grievant 0 a substantial risk of personal injury or irreparable harm.

B. Grievance - A written complaint concerning the substance or application of a written or
unwritten policy or practice, any single behavior or action toward an inmate/resident by staff or other
inmates, or any condition or incident within the department or institution which personally affects the
inmate/resident. ,

C. Reasonable Suspicion - A suspicion which is based upon documentable, articulable facts
which, together with the employee's knowlédge and experience, lead him/her to believe that an
unauthorized situation or violation of rules exists.

D. Reprisal - any action or threat of action against anyone for the good faith use of or good faith
participation in the grievance procedure.

POLICY:

It is the policy of CCA to encourage informal resolution of complaints at the lowest possible level since
grievances should be, whenever possible, resolved through direct contact with staff responsible for the
particular problem area and with two-way communication encouraged between staff and
inmates/residents.

However, all inmates/residents shall have access to formal grievance procedures any time the informal
process has not provided successful resolution of the complaint.

inmates/residents shall not be subject to retaliation, reprisal, harassment, or discipline for use or
participation in the grievance procedure. Any allegations of this nature will be thoroughly investigated

Proprietary Information - Not for Distribution - Copyrighted
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by the Warden/Administrator and reviewed by the Vice President, Facility Operations and Vice
President, Legal Affairs.

14-5.5 PROCEDURES:

A

INFORMAL RESOLUTIONS

inmates/residents are encouraged to resolve questions, disputes and complaints through
informal communication with correctional staff or utilization of inmate information request
forms.

AT THIS FACILITY, THESE FORMS ARE EN‘E‘ ITLED:
None,

GRIEVABLE MATTERS

The following matters are grievable by inmates/residents:

1. Application of policies, rules, and procedures;

2 individual ‘staff and inmatelresident actions, including any denial of access of the

grzevance procedure

3 Repnsats against. anmates!resxdents for filing an appeal under the Enmate!Res:den’e

Grigvance Procadures
The loss of property legitimately possessed by an inmate/fresident; and

Any other matter refating to the conditions of care and supervision within the authority
of CCA, except as noted below.

NON-GRIEVABLE MATTERS

The following matters are not grievable by inmates/residents through these grievance
procedures:

- .1 :: State and Federal court decisions;
2. 'State and Federal laws and ?éguiaﬁon;
3. Final decisions on grievances; or
4 'Contractmg agency (BOP, INS, state department of corrections, etc.) poilc;ies

‘procedures, decisions or matters.

GRIEVANCE AVAILABLE REGARDLESS OF CLASSIFICATION

An inmate/resident confined to this facility can invoke the grievance procedure regardiess of
disciplinary, classification, or other administrative decision to which the inmatefresident may be
subjectl.

NO GRIEVANCES TO BE SUBMITTED ON BEHALF OF ANOTHER

While an inmatefresident may not submit a grievance on behalf of another inmatefresident,
assistance from a staff member or inmatefresident may be provided when necessary to
communicate the problem on the grievance form.

FACILITY GRIEVANCE OFFICER

The Warden/Administrator is to designaie an individual or individuals as Facility Grievance
Officer(s) whose responsibitities will include overall coordination of the grievance procedure,
investigation of grievances and preparation of written decisions an the grievance matter. This
individual will be responsible for carrying out the duties outlined herein.

Proprietary Information - Not for Distribution - Copyrighted
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G. TiME GUDELINES

1. The total time for the grievance process will be no more than ninety (90) days from
fiting to a final appeal decision, unless unusual circumstances are present.

a. The inmatefresident must file the grievance within seven (7) days of the
alleged incident.

The time for filing may begin from the date the problem or incident became
known o the inmate/resident if the problem or incident was such that the
inmatefresident did not or could not have known of it on the date of
acgurrence,

b. The Facility Grievance Officer shall, within fifteen (15) days of receipt of an
inmatefresident grievance, conduct an investigation of the grievance and
render a-decision.

c. The inmatefresident is to submit any appeal to the Warden/Administrator or
designee wzthan f‘ve (5) days of recawmg the decasnon from. the Gnevance
' _Oﬁicer ' : . : G
d. The WardenlAdmmisiratGr w;il render a written dectsnon on the gnevanca
appea! within fifteen (15) days of recelpi from the. :nmatefreszdent
e. AT THIS FAC§L¥‘¥'Y, ADDITIONAL PRGCEDURES ARE:
None
2. Upon ncuce to the grievant, the time fimitations provided at any stage of this procedure

may be extended to allow for a more complete investigation of the claims contained in
the grievance. Justification for the extension must be provided in writing on the
inmate/Resident Grievance Form.

3. At all stages of the grievance process upon receipt of the grsevance the gﬂevance will
_ o : be. daie stamped _ N . L e
CH .'EMERGENCY GRIEVANCE PROCEQURE : _ L
1. if the sub;e{:t matter of the grievance is such that comphance with the reguéar tqme

guidelines would subject the inmate/resident to risk of personal injury, . the
inmatefresident/student ‘may ‘detail the basis for a need of immediate response and
. sk that i:i'ae grievance be censnderad an emergency gr;evance ' S

2. If the Faceflty Gr;avance Officer, after reviewing the basis for t?ae gﬂevance being
designated an emergency, determines that an emergency does exist, action shall be
taken to resolve the grievance within twenty-four (24) hours of receipt of the grievance.

3. After the initial action, the Facilily Grievance Officer will prepare and give to the
inmatefresident, within seventy-two (72) hours of receipt of the grievance, a written
decision.

4, if the inmate/resident appeals the decision, the Warden/Administrator or designee will
respond with a written decision within five (5) days.

1. GRIEVANCE REMEDIES

The grievance procedure is to afford éhe grievant a mean;ngful remedy. Remedies include the

following:

1. Replacement - Restoration of property by substituting a similar or like item. This will

normally be ordered before monetary reimbursement is given;

Proprietary Information - Not for Distribution - Copyrighted
Property of Correction Corporation of America




CCA CORPORATE AND FACILITY POLICY PAGE40f 8 POLICY 14-5

2 Reimbursement - Money will be given for items lost or destroyed. The value to be
reimbursed will be determined by the Warden/Administrator.
3. Change of procedures or practices;
4. Correction of records; or
5. Other i'emedi_es, as appropriate.
J. FILING THE GRIEVANCE
1. In filing a grievance, the inmate/resident must complete the lnmate/Resident

Grievance Form {Form 14-5A) and place it in the Grievance Mail Box, or, if a
Grtevance Mail Box is not used forward it to the Facility Grievance Cfiicer.

The Griavance Mail Bexes shak! ‘be checked daily, except for waekends and hoi;days
by the Facility GrievanceOfficer. AT THIS FACILITY, THE PROCEDURE FOR
FORWARDING THE GRI%VANCE TO THE GRIEVANCE OFFICER IS: AS
FOLLOWS

) he !nmatelReszdent Grlevance Forms (Form 14-5A) are. ava:lab%e ugon

request in_the Housma Umts Ltbrarv, Segregaimn and Educatwn._'
Buaidmg

2. To mamtam conf:dent%ahtv. mgrievance drop box will be Qlaced in Algha
.South ‘Chow Hall, Medical and Segregation. The Grievance Officer wilt

check each box twice daily, Monday through Friday, except hoi;da 5
and mmove :he gﬂevant:es that have been filed for that dav '

3. efgencv gﬁevances and grievances filed ‘by mmates in segregatla

. may be given to ‘any staff member in the grade of - Ass:stant Shaf-
.Sugemsor or above

20 _;_:Grievanca ' are'cansfdered speczai carrespandence Sealed: !etters wﬂl not: be opened--
T for inspection i the teﬁé is labeled  "Grievance" and address d to the F >
' Grtevance Officer unless there is reasonable suspicion to believe the sealed: enveiape
contains ‘contraband. I reasonable ‘suspicion exists, the envelope may be opened,
after cbtammg the Wardaandmamstrator or demgnees approval, and mspected for
-ceniraband oniy _ R S

3. Ifa gnevance is submzﬁed for rev:ew and the gr;evant. is. reieased frem custody, effaris
to’ resoive the graevance wﬂi normaiiy termanaie if the grievant wishes to pursue
grievance resolution, as'in‘property losses, itisthe grievant's responsibility fo notify the
Facility Grievance Officer of that intention and to provide an address and any other
pertinent information.

K. FACILITY GRIEVANCE OFFICER'S REVIEW

1. Upon receipt of the grievance, the Facility Grievance Officer will assign a number fo
the grievance and maintain a permanent grievance log.

2. The. Facility Grievance Officer shall conduct an investigation into the issue of the
grievance, render a written decision on the Report and Decision portion of the
!nmaie!Res:dent Graevance Form, and forward a copy to the inmatefresident.

3. Whaen a grievance decision specsf" ies that an action is to be taken, it will inciude a date
for completing the action.

Proprietary Information - Not for Distribution - Copyrighted
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4 In cases where the Facility Grievance Officer has resolved the matter to the
inmatefresident's satisfaction, shethe will so note and have the inmatefresident sign
the report in the space provided.

L. APPEAL

1. Barring extraordinary circumstances, a grievance shall be considered settied if the
decision at any step is not appealed by the inmate/resident within the giver time fimit.

2. Grigvances which are prematurely appeailed to the Warden/Administrator or designee
will be returned without review.,

3. Iif an inmate/resident is not satisfied with the decision of the Facility Grievance Officer,
the inmate/resident may appeal to the Warden/Administrator or designes by
completing the Request for Warden/Administrator Review portion of the grievance
form- and submitting this form to the Warden/Administrator.

4. The Warden/Administrator or designee will review the issue of the grievance and the

decision to determine if the grievance has - been . appropriately addressed. The

_ 'Waréenlﬂdmm:s{rator ‘can; obtafn arzd mwew any information necessary to. render a
'declsaca as to the appeal :

5. -A copy of the: compieted grievance form will be returned to the Facility Gnavance
Officer who wﬂl forward a copy to the mmaiefres;dent o

8. AT THIS FAC!Li‘W, ADDITIONAL PROCEDURES ARE AS FOLLOWS:
None,

M. RECORDS

1. Records regarding the filing and disposition of grievances shall be collected and
maintained systematically by the Facility Grievance Officer through either hard copy or
L _computer;zed f()rm The record shaﬁ mciude a icg showmg the’ fottow:rzg

“a. o grievanée number;
b. date of receipt,
C. name of grievant;
d. . subjectof -griévance;_ .
e. dnsposzﬁon date; _ '
f. bnef description of the daspcsataon and
g. appeal results, if any.
This log shall be forwarded to the Vice President, Legal Affairs on a monthly basis.

2. Record Retention. Records will be retained according to CCA Corporate and Facility

Policy 1-15.

Record Location. No copies of grievances shall be placed in an inmatelresident's file.

Confidentiality. Records regarding the participation of an individual in the grievance
procedures shall not be available to employees or inmates/residents, except for
clerical processing of records by CCA. Employees participating in the disposition: of a
grievance shall have access fo records essential to the resolution of the grievance.

N. DISTRIBUTION AND TRAINING
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14-5.6

14.5.7-

14-5.8

14-6.9

A copy of this Policy and Procedure will be provided to each staff member currently employed
and will be readily available for each inmatefresident cutrently housed at the facility. All new
staff will receive a presentation on this Policy and Procedure during pre-service training. New
inmates/residents will be informed of the grievance procedure upon entry to the facility and a
copy will be posted in each entry area and other appropriate areas. If there is difficulty in
understanding the procedure, every effort shall be made to explain the policy and procedure on
an individual basis.

AT THIS FACILITY, ADDITIONAL PROCEDURES ARE AS FOLLOWS:

CCA grievance forms, 14-5A, are to be used for any issue regarding the NORTH FORK
Correctional Facility, its procedures or staff. Grievances not filed on form 14-5A will be
returned without_review. Staff will use Attachment 14-5B to document the formal
investigation of the grievance.

REFUSAL OF GRIEVANCES

1. Issue addressed in previously written correspondence,

2, Grievances filed on forms other that 14-5a.

3. No more than one issue addressed on the grievance,

REVIEW:

A

B.

Grievance procedures shall be monitored by the Vice President, Legal Affairs through review
of records and computer printouts.

This policy will be reviewed at least annually by the Vice President, Legal Affairs.

APPLICABIL}TY
All CCA fac;tstzes
ATTACHMENTS:

1. Form 14-5A - Inmate/Resident Grievance Form

2. Other Forms for this facility are as follows:

14-58 - Grievance Investigation Form
REFERENCES:

ACA Standards. The ACA Standards for this facility are:
3-4017, 3-4175, 3-4268M, 3-4271, 3-4331M, 3-4459
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CHAPTER 15 : INMATE RULES AND DISCIPLINE
SUBJECT: OFFENSE AND PENALTY CODE - ADULT
SUPERSEDES: SEPTEMBER 1, 1988

EFFECTIVE DATE: APRIL 1, 1992

FACHLITY: NORTH FORK CORRECTIONAL FACILITY
FACILITY SUPERSEDES: JANUARY 22,1999

FACILITY EFFECTIVE DATE SEPTEMBER 15, 2000

APPROVED: SIGNATURE ON FILE
DAVID L. MYERS
PRESIDENT -

APPROVED: SIGNATURE ON FILE
©. " LINDAG. COOPER E
 VICE PRESIDENT, LEGAL AFFAiRS

15-1.1 PURPOSE:
To ensure a safe and orderly facility environment.
15-1.2 AUTHORITY:
Corperate and Facility policy, state and federal law.
~ 15-1.3 DEFINITIONS:

A, Contracimg Agency The gcvemmentaf entity contracting _with CCA for the housing of
A .__:__tnmates s . Ly s
o B W@M Fer pre-tnai detamees extra duty is the assxgnment of samtation tasks in ones"

living area. If the pre-trial detainee agrees, the extra duty may be performed throughout the
entire facility. For convicted inmates, extra duty may be performed throughout the entire

facility.
C. Offense - The woiaiton of a specif ¢ rule resulting in a disciplinary report
D. Pena y The punsshment to be imposed following a disciplinary hearing. No inmate is o be

punished except after a finding of guilt by a Disciplinary Board or ‘Hearing Officer and only
according fo the penalty schedule set out herein. In addition to punishment by facility
authorities, inmales may also be prosecuted by state or federal court for criminal conduct
arising from an incident.

E. Rule - A written requirement as to conduct governing the safe and orderly operation of a
facility. All rules governing the conduct of inmates which could result in disciplinary actions
are contained in this policy.

15-1.4 POLICY:

Any action or attempted action by an inmate which violates established CCA facility rules or
Conltracting Agency rules and poses a threat to the safe and orderly operation of the facility will be
deait with through appropriate disciplinary action following the guidelines. for offenses and penaities
set out herein or as required by the Confracting Agency.
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15-1.5

Discipline will never be of a nature or administered in a way that will degrade or humiliate. The
following actions will never be used as a means of discipline or punishment:

- Corporal punishment;

- Physical restraint;

. Psychological intimidation,

- Deniat of regular meals;

- Denial of medical care;

- Denial of sufficient sleep;

- Denial of sufficient exercise,

- Denial of legal assistance.

PROCEDURES:

A _ NOTICE OF OFFENSES. AND PENALT!ES

A cepy of offenses and penaiizes wx il be gwen m wrii;ng, and exp!amed o each inmate upnn
admission to the facmty during an orientation session. Any changes in the rules will be
communicated to the inmates in writing. ~ A copy of these oﬁenses and penaities shall* be'
posted in ‘conspicuous locations throughout the facility.

B. MINOR OFFENSES
1. DISORDERLY CONDUCT: Behavior 'such as loud talking or yelling, pushing, which
creates a disturbance and/or disrupts the orderty running of the facility.
2. FAILURE TO MAINTAIN PERSONAL HYGIENE: Not having a clean body and
clothes.

3. POSSESSION OF GAMBLING PARAPHERNALIA: Having in one's control, items for
- _:use in-operating or- acting 3ﬂ any game of chance znvoivang betimg or wagermg of .
gaods or e’:her vaiuabzes : : S

4. PRESENT IN AN UNAUTHORIZED AREA: Being in an area that is dessgnated

through verbal, written or posted orders as off limits” to a specific inmate or inmates
ir generai : .

5. SELE. MUTELAT?ON inﬂeaﬁmg m;ury on one 's seif For exampie cuttang on ones an :
body or tattoosrfg _ e

8. SMOKING N RESTR;CTEB AREA OR AT A RESTR?CTE{B TIME:- Smokang of any

form in an area or at a time designated verbally or through written post orders as a no
smoking area.

7. UNEXCUSED ABSENCE FROM PLACE OF ASSIGNMENT: Being away without
authorization from an appropriate supervisor, from ‘the place of assignment such as
dorm, work area, recreation area, infirmary, elc.

8. UNSANITARY AND DISORDERLY HOUSING CONDITIONS: Not keeping a clean,
neat living area. The area should be kept in @ manner so that all possessions are
stored in an organized manner-in areas designated for such. The area should be free
from dirt and clutter.

9. USE OF VULGAR, ABUSIVE OR OBSCENE LANGUAGE: Use of words andfor
phrases that are vulgar, abusive or obscene.
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C. MAJOR OFFENSES

1. ARSON: Starting or causing to be started a fire which could or does cause damage
to person(s) or property.

ASSAULT: An attack upon the body of another person. This includes rape.

ATTEMPT/CONSPIRACY: This s an offense for inmates who do not actually commit
the offenise but participate in the following ways:

a. attempts to commit the offense;

b. solicit anether or others to commit the offense;

C. conspires with another or-others to commit the offense;

d facilitate the action of another or others in committing the offense.

4. COUNTERFEITING, _FORGERY _OR ___UNAUTHORIZED _ REPRODUCTION:
counterfeiting, forging. or reproducing without approval, any document, article,
:denisf cation, money, securety or aff cial paper.

5. .DEATH OF ANY PERSON: Any act cf which the end resuit is the death of: any'- .
persm snciudmg mmaies staff or czvmans R

6. QESTRUCTEON ALTERATION OR: {JAMAGE 10 PROPERTY: Destmying,-
- changang orhurting property of CCA or any other person. '

7. DETA!MNG A PERSON AGAINST HIS WILL: Keeping a person in or removing from
an. area without the agreement of the person who is being kept or removed.
Exampie Taking of hostages.

8. ESCAPE: Leaving the grounds of an institution or from the custody of an employee
outside the fac:isty without permassaon or failure to return from a furlough or pass.
9. FAILURE TO. FOLLOW VERBAL OR POSTED RULES AND/OR ORDERS: Not

foliowing specific rules and/or orders which have been designated for the clean, safe, -

the inmate at the time.  This includes failure to follow the facility procedures for taking
count.

10, FiGHTiNG Engagmg in physical. conﬂtct with another person.

11. GAMBL%%G Operaisng or actsng in any game of char:ce invoiving heﬁmg or wagmg'_-
of goeds or'other valuab es; or possess gambimg paraphemaha : :

12. HINDERING AN E.MPLOYEE IN THE' PERFORMANCE OF HIS DUTIES: Act;ng in
such a way to interrupt an employee during his work time such as causing delays,
giving false information.

13. INSURRECTION: Participation or encouraging others to participate in unauthorized
activity such as rioting or a work stoppage.

14. POSSESSION OF CONTRABAND:; Having in one's control any item which has not
been approved by the facility including weapons or any item which has been altered
for use as a weapon, intoxicants, drug paraphernalia.

15. POSSESSION OF STOLEN PROPERTY: Having in one's control any item which has
been stolen from any other person.

16. REFUSAL TO SUBMIT TO A DRUG OR INTOXICANT TEST: Not giving a urine
sample for use in testing for drug usage or refusing to submit to a breathalyzer.
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